CCC Kwei Wah Shan College

AS Computer Applications (2005-2006)

Word Processing – Class Practice  


Name: ___________________ 

Class: _____________(_____) 






    Date:                      
1. Using the MS Equation Editor,  complete the following:
(A)
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(B)
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(Remember to include your name, class, class number and the question number in your printout.)

Hint:
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Help Topics| 671 | Optons
Change spacing in an equation
Toinsert Description Press
@ Zero space SHET+SPACEBAR
o tpointspace  CTRL-ALTSPACEBAR
ab Thin space CTRLSPACEBAR
(one-sixth em)
ab Thick space CTRLISHFT+SPACEBAR

(one-third em)
ah Em space (quad)  No shortcut key





2. The Headmaster Kevin Morris of the ABC Secondary School plans to set up a school fete on 5th of November 1996. He wants to have ice cream and soft drink stalls. Using the mail merge feature of Word for Windows to prepare a set of form letters with the following content.


15th September 2005
<<Person>>

<<Title>>

<<Company>.

<<Address1>>

<<Address2>>

<<Address3>>

Re: School Fete – Sunday, 5th November,2005/10/2

This year our school Fete will be held on Sunday, 5th November, from noon outwards on the School grounds. There will be space available for soft drinks and ice-cream stalls. We would like to invite you to help us erect and run a stall at the Fete and to ask if it is possible for you to donate your profit earned on that day to the Fete.
If you need more information, kindly contact our Fete Manager, Mr. Liu Kin Way at Tel 27143562 Ext.43.

Thanking you in anticipation and awaiting your favorable reply.

Yours sincerely,

Kevin Morris

Headmaster


The letter will be sent to the following companies. The details are shown in the following table.

	Person
	Title
	Company
	Address1
	Address2
	Address3

	Miss Sze
	Marketing

Manager
	New Dairy Ltd.
	12 Wang Lo Street
	Industrial Estate
	Tai Po

	Miss Wong
	Marketing

Manager
	Watsonsee Soft Drink
	22 Wang Lo Street
	Industrial Estate
	Tai Po

	Mr. Chan
	Marketing

Manager
	Cooka Kola Ltd.
	32 Arba Street
	14/F Industrial Centre
	Yuen Long

	Mr. Leung
	Marketing

Manager
	Vita Milk Ltd.
	144 Admiral Street
	Vita Milk Ind. Building
	Yuen Long


Produce and print the merged document. (Remember to include your name, class, class number and the question number in your printout.)
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